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SET SEARCH CRITERIA 

1. Navigate to Manager Search Options page: 

a. From the PeopleSoft Workforce Administrator Homepage, select Payroll 

b. Select Time & Labor 

 

 

 

 

c. Select Manager Search Options 

 

 

 

 

 

 

 

2. Select Auto Populate Results option in Loading of Matching Employees section 

 

 

 

 

 

 

 

 

 

 



3 
 

3. Enter search criteria that will populate on Timesheet page in Employee Selection Criteria section 

NOTE: If looking at numerous employees, use a shared descriptor to reduce time spent changing search criteria 

(e.g., Job Code, Department, Reports to Position Number). 

4. Click Save 
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VIEW TIMESHEETS 

1. Navigate to Timesheet page: 

a. From the PeopleSoft Workforce Administrator Homepage, select Payroll 

b. Select Time & Labor 

 

 

 

 

c. Select Timesheet 
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2. Click on link in Last Name box of corresponding employee to view timesheet 

NOTE: Reset search criteria to view a different employee or group of employees. 


